
Page 1 of 4 
 

 

POLICY AND PROCEDURE 
MANUAL 

Category: 
Administrative 
Services 

Number: 
ADM.37(C) GUIDELINES FOR PUBLIC HEARINGS 

Type: Authority: Approved By: 
☒  Policy 
☐  Procedure 

☒  Council 
☐  Administrative 

☒  Council 
☐  Chief Administrative Officer 
☐  Department Head 

Office of Primary Responsibility:  Corporate Administration 
Date Adopted:   
October 18, 2021 

Council Resolution No:   
RC21/493 

Date to be Reviewed: 
October 2023 

Manner Issued: City of Mission website, Pipeline 
  
BACKGROUND: 

Public hearings may be required by the Local Government Act (Act) to provide those members 
of the public who believe that their interest in property is affected by a proposed bylaw to ask 
questions and/or provide verbal or written comments on official community bylaws, zoning 
bylaws, land use contract termination bylaws and phased development agreement bylaws. 
 
There is no limit on the number of speakers, or on the ability for any one individual to speak, 
provided this Policy is adhered to. 
 
PURPOSE: 

The Act permits the establishment of procedural rules for the conduct of the hearing. The 
purpose of these guidelines is to provide Council, the Chair of the Public Hearing (Chair), 
municipal staff and the public with general guidelines for the conduct of a Public Hearing. 
 
POLICY: 

1. The following serves as guidelines to be followed during a public hearing: 
a) The Chair will read a statement addressing the purpose of the public hearing, the 

rules governing the hearing, the roles of Council and staff, the procedures for the 
public to comment and information regarding the disclosure of personal 
information; 

b) The Chair will introduce the bylaw item from the agenda including but not limited 
to the bylaw number, address and applicant; 

c) The Chair will ask whether staff have prepared a brief introductory presentation 
regarding the proposed bylaw or are there to respond to questions; 

d) The Chair will request the Corporate Officer to provide a summarized tally of any 
written correspondence received from the public by the deadline. 
Correspondence received by the deadline included in the public notice will be 
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circulated to Council and posted on the website. All reasonable efforts will be 
made to distribute and post any late submissions received after this deadline and 
up to 12 p.m. on the day of the public hearing, however there is no guarantee that 
Council will have time to review late submissions. Correspondence received after 
12 p.m. on the day of the public hearing will not be placed on the website and will 
not be summarized at the meeting. The authors of late submissions may 
participate in the public hearing to express their comments verbally; 

e) In accordance with Section 3b of this Policy, the Chair will call for representations 
from the public. The public will be asked to provide their name and address after 
which their comments will be recorded on video and in the public hearing 
minutes; 

f) The Chair will call for speakers three times.  Prior to closing the public hearing, 
the Chair will confirm that no further representations from the public are 
expected. 

g) The Chair may choose to recess the public hearing should behavioural issues, 
lateness, logistical or some other factor warrant a recess or the Chair may 
choose to close the public hearing. In the case of a recess, the Chair will state 
when the public hearing shall be reconvened and where it will be reconvened. 
Should the particulars of the reconvened meeting not be immediately available, 
the Chair shall state that the particulars will be made available on the City’s 
website, posted at City Hall and advertised should time permit; and 

h) The bylaw readings may be considered later the same evening or in a 
subsequent regular meeting of Council. 

 
2. The following provides guidance to members of the public wishing to speak at a public 

hearing: 
a) Members of the public will be allotted approximately 5 minutes to provide their 

comments. Electronic presentations will not be permitted but speakers may leave 
written materials with the Corporate Officer for distribution to Council. A person 
can come to the speakers’ podium as many times as required provided the 
person is providing information not previously presented at the public hearing. 
The information must be relevant to the bylaw at hand. Filibustering is not 
permitted. The decision of whether information is new is at the sole discretion of 
the Chair; 

b) A speakers’ list may be used in cases where a large audience is present to 
provide comments. A person wishing to speak more than once will need to place 
their name on the speakers’ list ahead of each time they wish to speak. Pre-
registration on the speakers’ list is not permitted. The opportunity to place one’s 
name on the speakers’ list will be available a minimum of 15 minutes prior to the 
commencement of the meeting; 

c) Members of the public shall address their comments to the Chair and members of 
Council. Questions shall be posed to the Chair. Rhetorical questions will not be 
accepted as comments nor answered. The Chair may ask staff to immediately 
answer questions of a technical or procedural nature, but it is preferred that 
questions of staff be asked at the time the bylaw reading is being considered (see 
section 3h). Staff will only answer questions when directed to do so by the Chair.  
Debating with Council or previous speakers is not permitted. 
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d) Councillors who have specific questions should record those and ask them of 
staff when the bylaw reading is being considered; 

e) Cheering, clapping, jeering, heckling, gesturing, interrupting or behaviour that is 
abusive, aggressive, obscene, vulgar or the like will not be tolerated; 

f) Signs, props, placards or anything else that may present a hazard are not 
permitted within the building where the public hearing is being held; and 

g) Any person not abiding by these guidelines will be requested to cease and desist 
by the Chair. Continued disregard for the guidelines may lead to a recess until 
the person in question has left the public hearing venue. All decisions of the Chair 
are final. 

 
3. The following provides guidance to Council regarding the public hearing process and 

case law surrounding public hearings: 
a) Council’s primary role at a public hearing is to listen to the comments provided by 

members of the public who believe their interest in property is affected by the 
proposed bylaw; 

b) Procedural fairness is paramount. The public must be afforded a reasonable 
opportunity to be heard and to review the relevant background information (e.g., 
reports, studies etc.) Relevant information must be disclosed in advance of a 
public hearing. Conduct of the public hearing must be free of bias, reasonable 
and transparent. Elected officials participating in the public hearing must not have 
a conflict of interest (direct or indirect financial interest) as defined in the 
Community Charter; 

c) Members of Council should avoid expressing opinions during a public hearing 
(e.g. “development looks good” or “past projects are of high quality”). Council 
opinions can be stated during the consideration of bylaw reading; 

d) Council must come to the public hearing with an open mind willing to consider all 
views, opinions, and comments prior to deciding for or against the bylaw at hand. 
Having a mind that is capable of being persuaded is essential to a fair public 
hearing. Statements must not be prepared in advance of the public hearing; 

e) Neither the Chair nor members of Council should engage in debate with speakers 
at the public hearing. Debate can lead one to appear to be biased. It is 
appropriate for Council members to ask questions (through the Chair) in order to 
clarify or expand upon a speaker’s submission; 

f) While Council can ask questions during the public hearing as above, debate or 
expression of opinions amongst members of Council is not advised. Rhetorical 
and redundant questions should be avoided and questions must relate to the 
matter specifically. The discussion and debate amongst Council regarding the 
bylaw will occur after the public hearing has closed and the bylaw reading is 
being considered; 

g) It is good practice for Council to have a thorough discussion of the proposed 
bylaw when the reading is being considered – not right after the public hearing 
closes. This helps staff and the applicant understand exactly what Council’s 
concerns may be and allows staff an opportunity to clarify how the concerns are 
being addressed. When a bylaw is being considered after the close of the public 
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hearing, the Council member either motioning or seconding the reading does not 
mean they necessarily support the bylaw; 

h) Questions of staff, beyond those mentioned above, should be posed when further 
bylaw readings are being considered – not during or immediately after the public 
hearing closes. Questions of staff during the public hearing as to what a 
developer could do should not be asked as several options usually exist each of 
which requires contemplation and analysis; 

i) Should Council request additional information from staff, an option is to defer 
further readings of the bylaw and request a “third reading report” that along with 
the bylaw will be placed on a future council meeting agenda. Multiple third 
reading reports can be requested; 

j) While a reading of a bylaw typically follows the public hearing at that same 
meeting, in the case of a lengthy, complex or contentious public hearing, it is 
advisable to defer a subsequent bylaw reading until a future Council meeting; 

k) In order to protect the integrity of the public hearing process, it is imperative that, 
after the close of the public hearing, Council members not share with each other 
information they received in their individual capacity, nor should they invite or 
solicit new comments. New information received by Council after the close of a 
public hearing could require a new public hearing so as to allow the public to hear 
and comment on the new information. Information received from the public after 
the close of the public hearing should not be considered, shared or responded to. 
The information can be forwarded to staff to acknowledge receipt and to respond 
why the information will not be considered by Council after the public hearing has 
been closed; 

l) Except in the case of a phased development agreement bylaw, Council should be 
focussing its decision on the question of land use. Technical (servicing) aspects 
of a development are addressed in existing bylaws and will be addressed through 
discussions between staff and the developer if the development proceeds. The 
form and character of a development can be addressed during Council’s 
consideration of a development permit decision if applicable; and 

m) Council may choose to include conditions in its provision of 3rd reading approval 
that must be met prior to consideration of adoption (4th reading) of a bylaw. 

 
RELATED POLICIES, PROCEDURES, AGREEMENTS AND/OR BYLAWS: 

COU.24  Public Hearings – Third Reading Reports 

*** END OF POLICY *** 
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